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University of Kelaniya

INTRODUCTION

The Non-Academic Establishments Division is one of the most important Divisions in the
University administration. The main function of the Division is to facilitate smooth executing of
duties of non-academic employees.

1.1 OBJECTIVES

Processing recruitment of qualified staff / Human resources to the University administrative
purposes and retain them in the service in line with the corporate goals of the University of
Kelaniya.

Bearing responsibility for advertising time to time the non-academic cadre positions vacant in
the Departments of different Faculties and the Divisions in newspapers as well as in the
University website

Completing various tasks related to the payment of annual salary increments of non-academic
staff.

Taking actions to grant various types of leave and travel grants to the members of the Non-
Academic staff for which they are entitled .

Coordinating HR procedures including recruitments, Promotions, Granting Leave,
administering personal records of all Non-Academic Staff members in accordance with the
Universities Act, Establishment Code, Rule and Regulations of the University Grants
Commission and Administrative policies of the University

Updating information on approved cadre and making requests time to time.to the UGC for
additional cadre positions required for Departments, Faculties and Divisions

Maintaining the personal files of about 850 of non-academic staff members and several
hundreds of Temporary staff of Divisions

Assuring activities related to transfers within university (Internal transfer) and Transfers from
University to UGC or HEIS (External Transfer)
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e Proceeding Termination of Employment (Retirement, Resignation, Expiration of Contract,
Bond violation, Dead by accident, Disciplinary Ground).

e Releasing statuary Payment (Gratuity, UPF, EPF, Pension)
e Arranging Training programmes for Non-Academic Staff.
e Processing Salary Particulars.

e Preparing Bonds, overseas leave.

e Maintaining attendance management system.

e Safeguarding of personal files under its custody.

e [ssuing Uniforms and Protective shoes for Employees.

With those objectives in mind the Non-Academic Establishments Division is pleased to
continue providing always a better and more efficient service to its staff.
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Assistant Registrar — Head of Division

Functioning activities assigned to Non-Academic Division

NAE 01 NAE 02 NAE 03 NAE 04 NAE 05 NAE 06 NAE 07 NAE 08 NAE 09 NAE 10 NAE 11 NAE 12
Personal Personal Checking all Personal Personal Personal Files Personal Personal Personal Personal Personal Personal
Files Files Documents Files Files *Book Binder Files Files Files Files Files Files
o Works Aids e Library prepared by e Technical e Nurse ePostmortem labor|| e Security eLibrary e Manageme e Electrician elab * Management
e Instrument Information Subject Officers o Pharmacies || eCycle orderly e Marshal Attendant nt Assistant || e Generator Attendance Assistant
care taker assistant clerks e PHI « Office Machine o Audit Operator + (Shroff, Book
o Fulltime operator + Assistant ePlumber keeper, Store
N + Sub «Groundmen Leave * Telephone e Carpenter Letter Book keeper).
Warden o Trainee Gardner Divisions Operator «Mason " * Supervisor(
noar i CiVi|,
Leave Employee ° Il\)/la}tron eLorry Cleaner | ¢ pacylty of .ﬁz: odrap .\Ij\(l)hlzher Maintain N Maintenance
Divisions Uniforms e Driver * Long mover Commerce o Vvelder aintain Non- Electrical
operator o Trainee o Painter academic '
. - + Employee Landscape)
e Security o Health service T ploy
: + Database »Work
o Library labor L _
) . eave Leave Superintendent
o Works o Train Warrant || ¢ Health service + Divisions . + lectrical
o Landscape oTrain Season || attendant Recrui : * Science Faculty Senion Electrica J
Division «Gym attendant Tf;rr:gta?ent 0 « Medical «ICT Center ajvr:rc:jnty superintendent
e Faculty of ICT
o Nursery men Faculty y Duties
+ +
+ +
+ Order Items to Leave
Leave Staff Identity Division and ﬁuilitr «Humanities
« Admin Building card and Update quiry «Social Science
memory Inventory Book
Employees statue + e Faculty '
 Student councilor Creati + Graduate Studieq
reation Procureme «CDCE
*M.D.A Fingerprint nt plan and
Graduate Trainee + related Works B % of o Sport Division
uag « Medical center
+ Advertising + n
Preparing OT vacancies Organize —
Approval forms workshop and Maintain
Training carder

3
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3. RECRUITMENT OF NON-ACADEMIC POSTS

3.1 WITHIN UNIVERSITY (INTERNAL)

Process

3

Prepare Internal
Advertisement

Responsibility

i

Getting approval from the
Registrar

|

1 Week

Publish the Advertisement

2

Receiving applications

| ]

1 -3 Weeks

Short listing suitable
applicants by a Board
appointed by the Council

Request his/her personal
files relevant
universities/campus or

3

Holding Interviews

¥

Send the recommendations
for Council Approval

prepare appointment letter

1-3 months

(This Process
should be complete
within in 1 year)

Registrar

Assistant Registrar
& Subject Clerk

Relevant Rules &

Circulars

UGC
Commission Circulars

1. Audit Assistant :
05/2020

2. Management Assistant :
06/2018, 12/2018,
13/2019, 06/2018(i)

3. Laboratory Attendant :
10/2020. Est Circular —
03/2021

4. Library Assistant :
07/2019, 12/2015

5. Works Aide : 01/2019,
15/2016

6. Marshal : 18/2017,
19/2018

7. Instrument caretaker :
08/2019

8. Gym attendant - 993

Scheme of Recruitment of
Management Assistant
12/2018 of 17.10.2018

Scheme of Recruitment
Page no.64 to 166 and
Decisions taken by the
Council time to time
Establishment Code

Chapter 111
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3.2.OUTSIDE FROM THE UNIVERSITY (EXTERNAL)

Process Time Frame

3

Prepare Advertisement for
Related Category of Staff

3

.

Getting approval from the
Registrar

|

1 Week

Publish the Advertisement

2

Receiving applications

|

1 -3 Weeks

Short listing suitable
applicants by a Board
appointed by the Council

3

Interviews

¥

Send the recommendations
for Council Approval

prepare appointment letter

1-3 months

(This Process
should be complete
within in 1 year)

Responsibility

]

Registrar

Assistant Registrar
& Subject Clerk

Relevant Rules &
Circulars

UGC
Commission Circulars

1. Audit Assistant :
05/2020

2. Management Assistant :
06/2018, 12/2018,
13/2019, 06/2018(i)

3. Laboratory Attendant :
10/2020. Est Circular —
03/2021

4. Library Assistant :
07/2019, 12/2015

5. Works Aide : 01/2019,
15/2016

6. Marshal : 18/2017,
19/2018

7. Instrument caretaker :
08/2019

8. Gym attendant - 993

Scheme of Recruitment of
Management Assistant
12/2018 of 17.10.2018

Scheme of Recruitment
Page no.64 to 166 and

Decisions taken by the
Council time to time

Establishment Code

Chapter 111
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4. PERSONAL FILE HANDLING
4.1. DEGREE INCREMENT

Request Increment via Letter

Responsibility

Relevant Rules &
Circulars

.

Check eligibility and Verify
Documents for relevant
Universities.

|

Set the basic salary
accordingly

Acknowledge relevant
parties
(Registrar, Bursar, Librarian,
Auditor General, Personal
File)

4.2. ANNUAL INCREMENT

m

Preparing Increment form and sending
to HOD

Registrar

Assistant Registrar
& Subject Clerk

|

Obtaining the recommendation of
HOD, Dean and VVC and sending to
HOD.

Informing to person concern

L

Sending to salary Division for prepared
salary

1-3 months
Responsibility
HoD /Dean of the
Faculty
1-2 months

Assist. Registrar

& Subject Clerk

UGC
Commission Circulars

e 490 dated 30/09/1991
e 20/2016

Relevant Rules &

Circulars

Establishment Code

Chapter VI Segment
27
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4.3. CONFIRMATION OF NON-ACADEMIC STAFF

‘ ‘ ‘ Circulars

Check with the personal file
(Appointment letter) and
requirements for
confirmation

¥

Obtaining confidential
reports from
the relevant Head of
Department I. Establishment Code
‘ Registrar Chapter 111
Segment 21 —21.5.4
Interviews / Examinations 1-2 months Assistant Registrar I1. Consideration of
(When necessary) & Subject Clerk letter of Appointment
I11. Government
‘ Regulations

Sending Selection
Committee recommendations
for Council approval

]

Informing the person
concerned &
relevant parties
(Registrar, Bursar, Librarian,
Auditor General, Personal
File)
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4.4.LONG SERVICE AWARD

‘ ‘ ‘ Circulars

Get the recommendation
from the Head of the
department

.

Check the Personal file for
the previous records and
leaves taken.

]

1 month

Assistant
Registrar
& Subject Clerk

Obtain the recommendation
from Registrar

1 week

Registrar

submit for the approval of
the council

.

Informing the Salaries and
loans division and
acknowledge the employee

Present at Vice-Chancellor
Award ceremony

1-6 months

Assistant
Registrar

&

Subject Clerk

uGcC
Commission Circulars
696 - 27/01/1997
893 — 23/07/2007




Manual of Procedures, Non- Academic Establishment
University of Kelaniya

4.5.PROMOTION OF NON-ACADEMIC STAFF

Process

\ 4

Time Frame

L 4

Receiving request from the
applicant through proper
channel, (Including a Self-
Assessment for Gr. 1)

4

Check with the relevant
circular for promotion
requirements and getting
confirmation of submitted
academic certificates from
relevant Universities

]

*Receiving nominees for
relevant Selection
Committee from the Council

L

Interviews

.

Placing the Committee
Recommendations for
Council Approval

L

Prepare letter of appointment

]

Inform person concerned
with copies to HoD, Deans
of Faculties, Librarian,
SAR/Non-Academic, Bursar,
, Personal File

Total
Process
takes

2-3 months

Responsibility

Registrar

Assistant Registrar
& Subject Clerk

Relevant Rules &
Circulars

3

UGC
Commission Circulars

And University Act.

Establishment Code

Chapter I11

&

Decisions taken by the
Council time to time
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4.6. GRANTING AND EXTENSION OF PERIOD OF STUDY LEAVE

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars

Receiving request from the
Staff member

‘ Registrar University Act.
Checking eligibility for 04/2002
Study leave of Candidate Assistant
1 week )
Registrar
‘ & Subject Clerk

Getting approval from the
Registrar/Council

.

Inform to Employee

4.7.WITHIN HE UNIVERSITY TRANSFER (INTERNAL TRANSFER)

Circulars

m Responsibility Relevant Rules &

Receive Transfer application
through Head of Division

‘ Registrar

Send the request to the 1-2 week Assistant Establishment Code
Registrar/ Transfer Registrar Chapter IV
committee & Subject Clerk

.

Acknowledge the Head of
the new Division and the
employee

10



4.8. TRANSFER TO UGC OR HEIS

Process
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Receive Transfer application
through Head of Division

Check the details through the
personal files.

4

Get the approval of the
Registrar and send the
application to UGC

1-2 week

Responsibility

L 4

Relevant Rules &

Circulars

Registrar

Assistant
Registrar
& Subject Clerk

Receive the approval of the
UGC

1-2 week

Subject clerk of
University Grant
Commission

Send the personal file to the
relevant University

Acknowledge the employee
and the University

1-2 week

11

Assistant
Registrar
&
Subject Clerk

Establishment Code

Chapter IV
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4.9.NO PAY - LEAVE (OVERSEAS)

Responsibility Relevant Rules &

‘ ‘ ‘ Circulars
Fill the application form via - Head of
online. Department
‘ i " - Dean of Faculty
wee ;
- ASS|_stant UGC
Registrar of
. . Non-Academic Commission Circulars
Get approvals via Online. Establishment
(Automatically send request - Registrar 406
approval email to responsible - Vice Chancellor
persons.) _
UGC Establishment Code
- Ministry of
‘ Education Chapter X
Submission of Printed
(online) Request form with
request letter to Council
1 week ]
Registrar &
‘ - - Decisions taken by the
ASS'Star_]t Registrar Council time to time
Receiving approval from the & Subject Clerk
Council

3

Inform the person concerned
& relevant parties
(Registrar, Bursar, Librarian,
Auditor General, Personal
File)

12
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4.10. TERMINATION OF EMPLOYEMENT
4.10.1. RETIRNMENT /RESIGNATION

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars

Send Request to approval for
Council

‘ Registrar UGC
Send personal file to audit

Commission Circulars

Division to Check Assistant
1-2 Month Re_glstrar L2021

Issue Gratuity forms along And University Act.

the decision of Council

Establishment Code

‘ Chapter X

Issue the Retirement letter

4.10.2. VACATION OF POST

irculars
‘ ‘ ‘ Circu

Responsibility Relevant Rules &

Send Request to approval for

Council
‘ Registrar uGC
Send personal file to audit Commission Circulars
Division to Check Assistant
1-2 Month Re.g'S”érl ) Hzon
‘ & Subject Cler 16/2016

Issue Gratuity forms along And University Act.

the decision of Council

Establishment Code

‘ Chapter X

Issue the letter

13
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4.11.PAYMENT OF GRATUITY

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars

Calculate the gratuity based
on the final basic salary of

the employee. 1-3
Months
‘ UGC
Registrar Commission Circulars
send the gratuity papers to N
the Audit _ And University Act.
Assistant
Registrar
‘ & Subject Clerk Establishment Code

Keep a copy in the personal
file and send the gratuity
papers to the Salaries
Division

4.12.RELEASEMENT OF UNIVERSITY PROVIDENT FUND

Relevant Rules &

Process

‘ ‘ ‘ Circulars
Applying by filling the pink Registrar
form
Assistant uGe
‘ Send Registrar Commission Circulars
. & Subject Clerk
Filling part 1l of the AUd!ted_ ) And University Act.
Provident fund refund forms application
to UGC
‘ within 1 Establishment Code
month
Send form to Audit
Department
Send forms to UGC

14
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4.13. ISSUEING SERVICE LETTERS

Responsibility Relevant Rules &

Circulars
2 3 4 ¥

Receive service letter
requests from the employee

UGC
‘ Registrar Commission Circulars
Check the details through the And University Act.
personal file 1 week Assistant
Registrar
‘ & Subject Clerk Establishment Code

. e & Decision of Council
Issue the service certificate

with the approval of
AR/NAE

5. RECRUITMENT OF TRAINEE/ ASSIGNMENT BASIS/
CONTRACT BASIS

5.1. RECRUITMENT OF TRAINEE/ ASSIGNMENT BASIS

Responsibility Relevant Rules &

‘ ‘ ‘ Circulars

Request the Required
Number of Trainees

UGC
‘ Registrar Commission Circulars
Receive the name lists from And University Act.
relevant institutes. 1 Month Assistant
‘ Registrar
& Subject Clerk Establishment Code
Holding m:rearlvr:sg and select & Decision of Council

Allocate Trainees to the
requested Divisions and
issue the appointment letters

15
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5.2.RECRUITMENT OF CONTRACT BASIS

Responsibility Relevant Rules &

Circulars

Prepare an Advertisement for
Contract Basis appointments

UGC

‘ Registrar Commission Circulars

Select the qualified applicant Assistant And University Act,

Registrar
‘ 1 Month & Subject Clerk
Establishment Code
Held the

written/oral/practical & Decision of Council

aptitude or interview

Select the suitable applicant
and submit the names to the
council

5.3. TRAINEE/ ASSIGNMENT BASIS LEAVE RECORDING & SALARY
VOUCHER PREPARATION

Responsibility Relevant Rules &

Circulars

Take the attendance of the
Trainees from attendance

book and the attendance of Registrar
Assignment Basis employees i
Assistant
‘ Registrar
Fill the attendance chart and & Subject Clerk Decision of Council
take the approval from 1 week
AR/NAE

.

Send the attendance sheet to
the Salaries Division

16
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6. LEAVE MANAGEMENT
6.1. MATERNITY LEAVE

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Receive the request and the

medical certificate with the

approval of the University
Chief Medical Officer

.

Send to the approval of the
Registrar

Issue the maternity leave
acceptance letter after
receiving the approval of the
Registrar

1 week

Registrar

Assistant
Registrar
& Subject Clerk

6.2. SPECIAL MATERNITY LEAVE - NO PAY

UGC
Commission Circulars
10/2013

And University Act.

Establishment Code
Chapter X Division V

& Decision of Council

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Receive the request and the
medical with the approval of
the University Chief Medical

Officer

¥

obtain the approval of the
Registrar

2 2

Employee signs the bond

L 2

Send the bond to VC’s
Signature

¥

Issue the No Pay maternity
leave letter

1 week

Registrar

17

Assistant
Registrar
& Subject Clerk

UGC
Commission Circulars
10/2013

And University Act.

Establishment Code
Chapter X Division V

& Decision of Council




Manual of Procedures, Non- Academic Establishment
University of Kelaniya

6.3. PATERNAL LEAVE

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Receive the request from the

employee ) o
Public Administration

‘ Circulars

Registrar
obtain the approval from the g 03/2006
Registrar Assistant And University Act.
Registrar
1 week k
‘ & Subject Clerk

Establishment Code
Issue the paternal leave

acceptance letter Chapter X Division V

& Decision of Council

6.4.NO PAY LEAVE (APPROVED NO PAY LEAVE, EXCEED 45 DAYS,
DISIPILINARY LEAVE)

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Request from the Head of the
Department/ exceeding 45

days of annual leaves UGC
‘ Registrar Commission Circulars
And University Act.
obtain the approval through Assistant ’
Registrar 1 week Registrar
‘ & Subject Clerk Establishment Code

. Chapter X Division V
obtain the approval of the P

Council & Decision of Council

.

Acknowledge employee,
Salaries Division & Audit
Division

18
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6.5. ACCIDENT LEAVE

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Receive the request of the
employee through Head of
the Department along with Public Administration
the University CMO Reqist Circulars
approved medicals and egistrar 352
police report Assistant And University Act.
Registrar
1 Month )
; & Subject Clerk
Obtain the approval of the Establishment Code
Registrar Chapter X Division V
‘ & Decision of Council
Issue acceptance letter for
accident leave

6.6. GRANTING FEEDING HOURS FOR BREAST FEEDING MOTHERS

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Receive the request from the
employee

;. Registrar uUGC

Check the details through the
personal file and take Assistant
approval from Registrar 1Week Registrar 10/2013

‘ & SUbjeCt Clerk And University Act.

Commission Circulars

Issue the feeding hour
acceptance letter

Establishment Code

Chapter X Division V

19
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6.7.SPECIAL LEAVE(NEW YEAR OR CHRITSMAS, ELECTION)

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

A memo will be submitted to
the Council requesting
festival leave

L

Accordingly, Inform to All
Divisions

1 Month

Registrar

6.8. DUTY LEAVE

Assistant
Registrar
& Subject Clerk
Clerk

Establishment Code
Chapter X Division V

& Decision of Council

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
>

Receive the request for duty
leave

3

Taking the approval of the
Registrar

2

Issue the Duty leave
acceptance letter

1Week

Registrar

6.9. PRE-RETIREMENT LEAVE

20

Assistant
Registrar
& Subject Clerk

Establishment Code
Chapter X Division V

& Decision of Council
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7. ISSUING OF UNIVERSITY IDENTITY CARDS.

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Request ID card from filling
the ID form with a passport
size photograph

‘ Registrar Decision of Council
Check the details through the Assistant
personal files. Registrar
1-2 week )
‘ & Subject Clerk

Arrange information in the
format

]

Print a Card and handover to
employee

8. ISSUING OF UNIFORMS AND PROTECTIVE SHOES

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Send a letter to each division
informing to request the

Uniforms and protective UGC
‘ Registrar Commission Circulars
And University Act.
Obtain eligible list of Assistant
employees 1_ 3 Months Registrar
‘ & Subject Clerk Establishment Code

Chapter XV
Verify the employee details

with subject clerk & Decision of Council

L

Send the list to supplies
division through the
Assistant Registrar.

21



Manual of Procedures, Non- Academic Establishment
University of Kelaniya

9. PREPARATION OF SEASON TICKET LISTS AND VOUCHER

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Receive the season ticket
application from employees

UGC
‘ Registrar Commission Circulars
Calcula_te the total fee for And University Act.
“he season report with the Registrar
sign AR/NAE 1 -2 Month & Subj%ct Clerk Establishment Code
‘ Chapter X111
Prepare the voucher and send & Decision of Council

to Payments Division for the
issue cheque

Send the cheque to Railway
Department

10. ISSUING OF TRAIN WARRANTS

Responsibility Relevant Rules &
‘ ‘ ‘ Circulars
¥

Request Train warrant by UGC
filling form
Registrar Commission Circulars
‘ i And University Act.
Assistant
Checking eligibility and Fill 1-3 Day Registrar
Warrant & Subject Clerk Establishment Code

‘ Chapter X111

Hand over to employee & Decision of Council
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11. CONDUCTING DISCIPLINARY INQUIRES

Process

4

Based on the information of
HOD

Time Frame

4

.

Informing the through
Registrar to the Council

L

Council decides to Conduct
Disciplinary Inquiry

2

Obtain the approval through
Registrar

L .

Obtain the approval from the
Council

L

Acknowledge employee,
Salaries Division & Audit
Division

1 week

Responsibility

Relevant Rules &
Circulars

23

Registrar UGC

- Commission Circulars
Assistant
Registrar And University Act.

& Subject Clerk

Establishment Code
Chapter XXII

& Decision of Council
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Relevant Rules &
Circulars

R 2

12.RECOVERY OF BOND

Responsibility

Receiving Notification of

2

-Inform to the Council
-Sending a letter of Consequences
-Sending other documents
(UPF/Pension/EPF forms)

n 2
Calculation of total bond value and
other dues after Collecting Registrar UGC
information from relevant
Departments/Divisions 4-5 months Assistant
. 5 Registrar 907 of 09.03.2009 for

. . & Subject Clerk computation of monetary
Getting Audit clearance ) value of Bonds

R 2
Informing the bond violator that
university will commence in process
of recovery.

¥
Obtaining Council approval for the
repayment plan Proposed by
. 2
Recovery of money on the
installment basis

In case of violating the payment of installments:

Inform the Principal Debtor, with copies to the Sureties, the balance amount to be
recovered and request that immediate action be taken to settle the same.

R 2

To take every possible action to trace where abouts of the principal debtor, if not

available at the given addresses 4 months < *

If no response, 2 reminders (01 month for each) and final warning should be sent to the
Principal Debtor, with copies to the Sureties.

Commission Circulars

& Decision of Council

¥ *The time depends on the
If no response, Inform the Principal debtor that action will be taken against him/her responses receive from
according to Section 7.8 of Chapter V of the UGC E-Code (In case of V.0.P.) with copy the related External
to sureties. Parties.
R 2

Send separate letters to the Sureties

2

If no response inform the Authorities mentioned in section 7.8 of Chapter V with the
approval of the Council of his/her failure to settle financial obligation to the University
and Write to the relevant embassy in Sri Lanka

¥
Request AG’s dept. to send Letter of Demand to principal Debtor & Sureties. If no
response coordinate with the AG's dept. and file action in the District Court to recover
the bond value.
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13.PREPARATION OF COUNCIL MEMOS

Responsibility Relevant Rules &
‘ ‘ Circulars

Preparing Council memos
related to the promotions,
appointments, retirement,

Registrar
releasements, vacation of 1-3 weeks Prior
post and resignation etc. to the Council Assistant
Meeting Registrar Section 44-45 , Part
‘ & Subject Clerk VII of University Act.
No.16 of 1978
Sending the draft memo to

the Registrar for approval

4

Sending for Registrar’s
signature

14.PREPARATION OF FINANCE COMMITTEE MEMOS

Responsibility Relevant Rules &

‘ ‘ Circulars

Prepare Finance Committee
memos related to the Registrar
financial assistance to )
academic staff, 1-3 weeks Prior Assistant _
Administrative staff & to the Finance Registrar c,'“tf"‘:' QUd:
Academic supports staff C&”;g:i';tgee & Subject Clerk 01/';?22’;6_:;'2:&1

.

Sending memos to the
Bursar with the signature of
Assistant Registrar of the
Non-academic Division
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15.0THER ACTIVITIES DONE BY NON-ACADEMIC
ESTABLISHMENT DIVISION

University of Kelaniya

Preparation of Vice - Chancellor awards for Non-Academic Staff

Cadre Maintenance

o Cadre details updating

o Supplying cadre reports

o New cadre creation
Reports Providing

o Audit reports

o Salary reports

o Statistics reports
Preparation of Board of Survey lists
Union Associations request handling
Notice board updating

Fingerprint/Face detection Related data interpretation activities

All places mentioned as “Subject Clerk” Should be corrected as “Subject

Management Assistant”.

26



Manual of Procedures, Non- Academic Establishment
University of Kelaniya

16.APPENDICES
}
Do d808gmcw
DB oD sem O pogBoge
2hnela genidan ogm
da@nom mond

0L (@) $iend o8n = -
{33) Bepao8s mfrsOm 0o

02. Scx0/8s/o®n8a ¢ om Bo ;

03. (@) o B8ma R
(EBo0 oo HOet
@200 (BT )

(a2) 83D 55 om o GO, Barve

N.mm%wW !

05, (q) cof Ema * X
(@) gogBond wadoutny gD Mo B

06. Boowen/ gB0awes 30
07. 8 Camma® 5ooBewel ¢ 5
(Oocd 28 cxfomtBensd ¢ 1

B208eB Be®d ¢ ? Bered Bossd 8
o)

........

08, 98 qodion g e8ona :
(Eon0.cB0. 98y e8adum 18 gdoclst enf geife ¢ 03 B oL ©oun)

09, BUBIOBTS Ct@ aoc:d 1 (1)

AO1-

Appendix i : Application Form

27



Manual of Procedures, Non- Academic Establishment
University of Kelaniya

10.2202005 Qeumd | e, (Bx8ams sog) Lo g.em.e. (cad sog)

(a) q.em.0, (@ms eog)

oef) O (Obac o Boxn goms ) @B G (Dbun 0 B oIt 1 i)
Beoa B ead@nlice

et i 1

2 2

3 3

4. 4

5 s,

6. 6

7 7

b B3

9 9

10 e 10,

(&) zom.s, (o sog)

LTI RO Ol R o R T T R — ) @COB OF (BUBG 100 DD FoED Tucirrrmuresssmsims )
Beoo Baos e¥slice
1 Frrimmnerimtiimirmssmsinsiunsnsisasinsssnts e o
2 2 -
) 3 e
i B ttiemsieatiatts  ssanssesiiveeyensst
11, BLO0g o qlnsme
a0 Bwoned
BeoBemace/cets gt aeend Ocopim
aDWOm gramss | Godo/oid8aEd ey 880 Ema Em.up;? ”
L
2
3
3, "_
=

12. Bowe/9-08 Dewnst sos il B o8 gued Bovna
1) Basg
2) 388

S02-

28



Manual of Procedures, Non- Academic Establishment
University of Kelaniya

13. Oaddes ggeen®

PADBD R anEd qx8um §ma 99?:%:24 D800

PR

-

5.

14, segoids (cEmdn nendd gogh)

weoinedrind/ ponma mond )
1.

15, @ / oo (e (G0 2ian o wihd adedn odgn cmiog quraesd)

286 gdgPoged @ B8x! ogvs! mon Sund annfie, HOWE ¢ I D 088 oulin nid. e8P
Bedm grams @wd 9108 S 89 @ endc orHi80 god ewn o fbems Sed gugBonw ghuedo
2dn cdn A0 ¢ B enih mBeds ogd =88 Bdnd gums ewd B10F Jth 30 emawy MAOem
589 rifud emsed: & etidsusl oy oY) A D ¢ 88 (B8,

FD tecsimirmssicansasisssssmrimionii <

qugBadied qon

A5

29



Manual of Procedures, Non- Academic Establishment
University of Kelaniya

DEHe DS Lew ~ e
8 2 gl e@Hds? dmdded S lEthg® Duldhed
PRID BRI IO I[N 0w gHecd
§ Cum Jthontfn 08wiin] dndeed RERn® OpddHD moden smd TNOEnHe =dm
A0 § cwed odoe ne wOmd ddod SBR080, emEx® ewd smremdodis, g
crusd Red ond ouf 2083 eind . GmAc 1. pouc (B8, Bec 2uedB, sedbn
(9 onf eduon 02 svnmdc 300 ¢ ommcd Indwmewst getwd gmew @m0 g
3 | Par® =¢3.
N O i Siatin o 2m e

Gwkmss sovsmuz Cromiosd muoes  spPemvmmiien amuy  PosssSis Hecu
gPgaven Gonihg/omDud Geiy SGiwnuwssan

....................... Mibhisheavacruntunatorn Piinas Koy | ol
Dt rorpros Qevedea Guay i o Paemnsmy sgridusrel Curdda ariOudr eirgud, Gadwarie
SR ST A sl 0 Gener sy Gv SRS DM D Cpornurslar pagypanrsCur Poudwscter adewg \,
Dviinads Quelflar yayw aeliodor SitodsaCar, asdgehin; mdéstar, J5 ogaler, s '
Bhilan, saeosader onOud wdpe culdBuiw  GuefcuRER anB GeuEdCupe]riRus

GedRaG o

U
L PP R SR e oo D D, o g
................................ ST gangy
@~ o (o ol
PRI iinieis sssasmumg s onesdds 1 daipathhal vdessPdens 19 9roennasens saasanse

AFFIRMATION ; OATH IN ACCORDANCE WITH THE 6th AMENDMENT TO THE
CONSTITUTION OF THE DEMOCRATIC SOCIALIST REPUBLIC OF SRI LANKA

B R RN ERR i e e ooodo solemnly declase and affirm
swear

that [ will uphold and defend the Constitution of the Democratic Socialist

Republic of Sri Lanka and that ! will not, directly or indirectly, in or outside Sri

Lanks, support, espouse, promote, finance, encoursge or advocate the establishment

of & separate State within the territory of Sri Lanka

...........................................

Appendix ii :Oath or Affirmation University of Kelaniya
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The Office Used Only
(molico gouddema cex o8&)

University of Kelaniya

l

APPLICATION FORM THE UNIVERSITY IDENTITY CARD
DdoBgme vigm®en B oSO agwm gug® ogae
eieBo gn8 : g.88 mB80d ansf B808s gpd.

Salary No
(g gomo)

Name : Mr./ Mrs./Miss. :
{ With initial)
(Bend «8n 9)

Full Name :
(oBpbies =@)

N.LC.No:
(49,207, Taxs)

T.PNo:
(.2 g=z2e)

Designation :
(mnad)

Permanent Address :
(e85 BBxxa)

Department/ Section :
(gomcs)

Signature :
(epmfessn)

Date
@)

(L [T

Photo
(Shadow)

Appendix vii : University Identity Card Request form
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DRHBS BEOBELICE - DRHRS
University Of Kelaniya - Kelaniya

QS OB8® BEAg Dy ¢1zmeS e / INCREMENT FORM

©39.G8.000. GG D19 D180 Sgedm
P.F.No (Shotes)
Increment Falling Due on
3. ¢ RERD @idm
L. 2@ - sverersssssesssssssesssssssssssssssssssss s G - Ot
Name : Present Monthly salary Rs.
2. eudomsied - Employee 4. B0 g ®8m» QY
Dbme - O
& DR - Increment due,
Designation: Monthly Rs.
> og&io:-
Grade 5. 9193 bamwe Smy
P Po®Co:- »eB0 @t D19 Jt.
Department : Present Monthly Salary plus
increment due Rs.

6. {0 CRI® D1 8@ :-
Present Salary Scale Rs. :

7. (1) 98 OBB® ok wOBsIess :-
Does grant of increment depend on

a. 8o gdm»m S8 Ffeenens’ O 88 On¢
Passing of Proficiency test in Sinhala ?

b. smdi eCan s8semens’ ©os 88 @nd
Passing of test in typewriting ?

C. »538® 430 88O @m¢
Confirmation of Appointment ?

d. ®»bs B B 9e®s weOs B® @n¢
Success at an Efficiency Bar ?

€. ewlonmn S8emnweiSs’ el SvInwrSs’ ewd s 5 @m¢
Passing of any other qualifying Examination or Test ?

BEMJ "oy em@”
(.8.9.)

Answer “Yes”/“No”
Appendix viii : Yearly Increment Form
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7. (1) vetd »® euddmw ace ©E®® R 83¢?
@ o DI BT’ ®IBIBY.)

If so has employee qualified accordingly 2
(Give date and particular)

8. oBw 9198 DbLme @ Emens’ ogd DG OBDe »»J
BB @3B0 el SePams B w3 a3m®
g B8RacD Dm0 wewns’ wIB3.
Give particulars if Increment has been suspended, stopped, or deferred
since last Incremented date.

oBe Db 03 ne e By B8Eac BLmno
Particulars of leave taken during the last three year?

Rlelcles) aBe®/eedes OO a8 gl 0198 I8
Casual Medical Accumulated Half pay No - pay
°®® Obsed
................. g0
G eo» a8
B0

©1eREm BEWLIC@ 0dn BgewsE w0 9lbes’ mweg:
Prepared and Submitted to the Staff Officer by :

oo E8wdt
Establishment Clerk e }

DO1e000 89 o 03 e 04 a8 8ud
@000 ©®uben 010 VRed Bbeden ©
edm EP®0 ©BEEOSID.

Please make you recommendation by fillingatt

golumn given page no. 03 and 04 and returning | ... < ©CREm08 | Gocsmm ABOABED Fo®S
Itto me. Assistant Registrar / NAE

o)
Date } .........................

(e.8.2.)
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@130 BeBwed / dow gSeIed B Dibimd
EVALUATION REPORT OF THE HEAD OF THE DEPARTMENT

Red HBvens 0-10 2801 S 80 gOBBD. (¢ : 0 PO BOEE,10 BRENE)
Please rate your observation on a scale of 0-10 (e.g., 0 = very poor, 10 = Excellent)
D 500 918 O ©we®ens BBede moz¥x. Total should exceed 50 for recommendation

1. egdOmwied
IS }
Name of employee | ..o
o DoOBo
Designation } .........................................................................

2. @t30n » SO :-
Work and Conduct

l. DB evecm B88eda :-
Application to work

1. clewina -
Industriousness

. 3@ e B RO
Punctuality and attendance

V. DbBEs’ emedd ¢Po® BIESEE -
Outlook to Work
V. 99 WO VBBIB @rencs o BFOG -
Output and Quality of work
VI. 830D @8 EES’ @000 BEDIes DEHTS D®:-
Reliability without Supervision
VII. DR :-
Responsibility
VIII. e30B53 I BACDS
Relation with colleagues
IX. Besos’ 0tddm ©emt)En 0 OnEmGI 0® vmecy B8O :-
Dealing with Students, Staff & Public }
X. 2NWEDHBIE ¥ @BIT(EBE -
Leadership and Personality }
(SISO
Total

(.8.9.)
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3. O e & 3
&. ZKot3d
Commendation Granted during the incremental year

200086 ne & 3

cQO®
Punishment given the incremental year

4. @ 9198 01808 HBledn wIslesdc? vm» D6
Whether this increment is recommended?

0. BUede emmdsies’ »® ey 8wy’ DOT®
Give reasons if not recommended

* Doy 03 BPeB /godes Sewiss ecEamBms/
0380 500 @CEIDIS/ €328 EEAIDIE v artess
Signature of the Dean/head of department/ Deputy Registrar/ | ...ccccciiiiiieiiiiiiininennnns
Senior Assistant Registrar/ Assistant Registrar making Report

*Sbedan o BeR8wiedd HHPC H(0 @y DY BB OB D HBBIH.

20,e5¢80 &5 Be §eod e
Name, Designation and Official Seal Date

5. D198 18380 ax@» 88D ARHES HBeiBwied Bvedam
Order of the office Authorized to Grade the Increment

D19es Db ERREE 8Eac em®iSn }
Approval grant of increment

oooooooooooooooooooooooooooooooo

Registrar
Date :
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wkda’ sandg bﬂ.ww Boaaie woxd

m-bﬂlh”lu“-“

@ - Siph (SD5808 | o). }‘ £ AR

(@ Eoast a® s 5
(®) NummecftheBamk

(¢)  Account Number

@ Son @S 88nc
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R
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Appendix ix : UPF Releasement Form
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v.
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Appendix xi : UFP Releasement Agreement Form
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L 3 pansd Vl :
od&ﬁgdawodmdm‘c‘moca s -_'“" e
nanfhul gbldemals Qurginy Plub semu J
EMPLOYEES' TRUST FUND BOARD malianyBe gowdng e

wﬂwaullnmmlovmum eSOy ® Fnoftioe soe oy

gdow Qag
CLAIM APPLICATION FORM
(oalh Bguifo gomss S58 Gunped woombasd Termination of Employment)

Oypansl moo-ﬂl’dm *xbd
i, “ mmm 592 Do myle. 00 samd gagdon BDBo

Important:
m-mmwmmhmmmmmumm

ogf omda ugd 1 PART 1
(8sdmay Ofaf adgdes og gys) (abmdpeged WriuiuGesde) (TO B COMPLETED BY THE MEMBER)

x(nm:.mm)mw:,wm S 0 I O O
oosAnarar (PG 3 ambngo_o) B/ Graral
(“)r-m”:-mj(mmu)wmm EL: L] e W
N 5 | smuronacesssersasstsionsunsensass :
mmmum: 3 SO o W s
(i) o 0e;
Ywenns Guuntmeh PRSI T TRTEOD:
Other namas: W
B0 BRNY . At
| . } ...............................................................
() ae:--damo.'r mww i } s 12500 AN s
'l’cbohonoﬂo Office / Residence: P i R
3 () aw (1) cost Bma :
:::' }L......... Sasioaomn 03 466044 35 sansne, § X Ghothes g
\ Date Of birth
' W?"WW“W ;

1 w"%"""'mmmxv-“—w} CITITIIIH

. :\n.llnmmn father } i : 2
. S wag che mwm q““o DT rea st

LA

TR 1 s v 1§ 6 bl kg v o e

W
%mmummmmdmmmmmdmmmmm
EEENEEEE
o
| FatablatmentEacaco "r:'uﬁ

4]

i

[ 0.

Appendix xii : ETF Claim Application form
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mg 8w Oﬁmsmm‘ (o} oo mm“ma Mgy B 80 paw Hed Dodnd 9Bcd we
Fae. DT FEReEmE) $Om! .
Mwmag W&tywdwm S90G S4ENG 2Ry

Important: 1f Arnual Member Statements are not available, please Indicats the contribution details haif-yearly

from the commencement of employmant. If space provided is not sufficlent, please attach a
separate sheet. ‘

§.() m;‘waaquqﬁmanmw‘gmmWOMMgmwM
gﬁmmmwwmwgamgwamaaw 28 eOma efaf.en,
: =wmwsm@a--uma-~m-wmmwmw
Qe : wnmmouﬂw-b.m-:wmm
g SLOmP SOk ruig Qg siuabides) | Opaii pgamss | Ipnissdes Qrgibpiaitis weeos
CERTIFICATION: 1 certify that the information furnished above is true and correct. If the amount

refunded to the' applicant is greater than the actual amouht of contributions remitted on behalf of
the applicant as stated above, I undertake to pay such difference to Employees’ Trust Fund Soard

by our Company/ Estate/ Institute. I also certify that: e
(@) pom 20 vmdees g 2 () i) oo (jil) cOodt ¢H: gl 8 Bodoc=le w8slebetent
€209 et emy 30, ' *

2 ), () xdowd w11 (1)8eb s Guusiagh 905 HumItL BAIGAsipar;
Names appearing under 2 (i), (if) and (iil) in Part IT refer to one and the same person;
(i) 299 ewfomus go punmed eudewst 9OHD md a0, fiis
e Tl_gahqv'e emplgyee has terminated his employment with us;
80 wudwnd®, . P A e e e e el
* The employee placed his/ her thumb marks and signature In my presence. ‘ .

898 5icm pIE B8SHIDeGE! Di6R tubim eed Smdad o1B0/98Bast H38 ovd o 8590 qae 10 6 o 3
o dcndie0m gusrel 1980 310 46 o was Bgunaciod s aiee oot 39 0o e soon soer

TR 10, st Susen do b Guis Bidiemnd .{:f‘,:,":u 30 gyb. Ofder. G wHDLBOSE |

RIS © SO, LTS o1 3 : At

_3m aware that If I fumish or cause to be furnished any false return or information relating to this claim 1

an‘-wwgﬂmorimmmm”dm&nm‘ TmstFundActN,o.“of_lssof‘mm
. : v ""C iing officecs

AR PATASAS 143 AR AR RA At s st o s annn Wj o AL SR H R ) AR

it (Quaysdae)- - Manager(Claims) - -

: -9 . e OpSmenouL :
oudth Sginasiod ms qo8d deddcn ‘eaflurt pidiesd Cunmiy Busseu  Employees’ Trust Fund Board
€8 Ous, BING Bwedn® MIMeo | syam pab. Gpnde Gausad 1* Floor, Labour Secretariat

5Qu. 3, Gsrgpby 05, P.0.Box 807,Colombo 05,
oprded
0112581704 wm} 0112363037
Fax
“MNa
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Appendix xiii : Train Warrant Request Form
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